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The following is the procedure we propose to follow concerning
conversions of members of your group who may terminate.

dince each government employee, upon termination, must complate

s 2810 Form, the back of which contalns a request for conversion,
we ask that you forward this 2810 Form to my attentlon at the
Home OFfice. The form will serve as our notice of recelpt of a
request for converslon and, when we receive the form, we will,

in turn, forward the employee the necessary application material.

The applicatlon material will contaln instructions that Is to be
returned directly to the Home Offlice and, from thenceforih, all
cammunication with that employee will be between he and the Home
Offices

Tn this manner, 1 feel that we have eliminated a considerable
amount of work that may have fallen on your shoulders otherwise.

If you have any questions or suggestions concerning this handling,
please do not hesitate to contact me.
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